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NONAPPROPRIATED FUND POSITION DESCRIPTION JOB TITLE: Receptionist POSITION NUMBER
01-0115 JOB SERIES: 0304 PAY LEVEL: NF-1 Summary of Duties:

Performs a variety of clerical receptionist duties involving one or more of the following:

Receives and directs persons who call or visit. Provides information in person or by telephone concerning the
organization, functions, activities and personnel. Performs clerical duties including typing, record keeping, filing,
sorting mail, etc. May schedule appointments and compose routine requests.

Performs other related duties as required.

Minimum Qualifications:

Must have the ability to understand, use and maintain directories, personnel list and other guides and references.
Must have excellent oral and written communication skills. Must be able to learn and understand MWR policies,
procedures and directives. Six months of experience is preferred.



